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1. dumber of Projects, by type, which 
require the preparation of a Logistics 
Annex. 

2. Number of requisitions per month, includ- 
ing price studies, prepared per month $0 

Tune items on above - average IQ 

3. Number of property disposal actions 

processed per month 0 

It. Number of Cables and Dispatches prepared 
per month 


CpbT es 




Dispatches 

5 » hours per month spent attending 
meetings and conferences 
6» Fan hours per month spent in the review 
of proposed regulatory issuances 
7. Recurring and intermittent reports and 
roan hours spent on them per month; 


90-95 

~ 25XQ 



10 


25X9 


8 


Recurring Reports No. 0 

Very littl 

Intermitt ant Reports No. demand 


• Number of actions and man hours expended 

per month on general services type activities 


Actions 


Not available 


Fan Hours 


Approved For Release 2001/07/28 


: CIA-RDP78-0 47t8AQ0100( 

SECRET ■ ,llW ™ YIY¥ ’ 






25X1A 


25X1A 


25X1 A 



Apprd$$# ¥ (^Release - 

j jq Change Ib Elk.* [ ] 

De®tesc?3«4 

v? %(jp 


0471 8A00T 0003200 i>mctta»« 




5& Ej ' 



8 September 1903 


HEtO 


THRU 

SCBJ’RCT 


jaetff r. ‘dmini strati on 
t Chief of Administration, W/P 
i Survey* report of th« 
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25X1 A 


1. 9TQBTJF* To re-evaluate Personnel Type T/O Poei tions within W, Division 
with a view toward dstermi niog t 


a* The appropriate location, organisationally, for the most economic 
and efficient performance of essential Personnel functions and, 

fc« The minimum number of personnel estimated to hn required for the 
performance of such functions. 


2. F.-'Cir m THE ffiOBLItt, 


a. The time allotted for this survey was five day®, which limited the 
acoD^t^^bj^^stnchj^f the functions, records and procedures of 

, together wi th such work load data as was ocyi aq 
readil^avsilanle^^^^^^^^^^^^H Plena Research and Develop- Aya 

ment Staff, Personnel Office, IX>/A Personnel Office 25X1 A9a 

Placement Officer assigned to the EE Division, provided technical 
advice and assistance in the conduct of this study and analysis. 

b* The El Division situation is abrsormel in some respects in view of 

the in creased personne l activity resulting from current reduction 25^^\6a 
the 


grouped functionally into an Office of ins Chief, Career Service, 
Processing and Records, and Military Personnel Units* 

3. DTfCBSSIOK. 



a. The functions of EE, have resulted from an 

eccumulati on of duties rather than from comprehensive formally 
prescribed delegation® of authority. Ixamplee of duties accumulated 
include the coordination of Person el Evaluation Reports and the 
support requi red of the 1! vision by Career Service Soard#* Major 
functions presently performed in the Career Service and Military 
Personnel Units are indl cetPd in Tabs B end C. The Process’ ag and 
Records function are 5 ndicated by a study of the fourteen types of 
records maintained. A description of each of these records is 
given in Tpb 0* \j : 
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b* Jork loads for the rsonth® of June, July and August, 1953 shown in 
detail In Tab® T and F, indicate a total of 338 personnel actions 
for the period or sn average of 112 per month* An analysis of 
correspondence for the cane period shows a total of 119 csvlec, 2$fa 
di#p* , tchoe and 218 memorandums or a monthly average of 39 cables, 

81* dispatches and 72 rasnorcndur’s • 

c, Of the total correspondence actions for the throe month neriod 
analyzed, ($91), lfa$ or 2h &% pertained to military personnel, 

d* Of the total personnel actions for the period, (388), 102 or 30,1)* 
were promotion actions, 98, or 28,9% ware re-assignment actions and 
69 or 20#!i£ were resignation actions* 

**• There are fourteen types of records maintained in the personnel 

Section Eh, as described in Tab D« It is indicated that the position 
inventory card, (Of form lb), when posted with all pertinent per- 
sonnel data and appropriately flagged may possibly replace fire of 
the existing separate records. i»eniority carts, Wheoldtac rotation 
record and personnel evaluation suspense records and the individual 
personnel file*) 

f* It is indicate*! that usage does not fully justify the retention of 
the major portion of the material in the individual personnel file 
folders, (presently consisting of 11 file cabinets) particularly 
those documents which pertain to finance matters • Inasmuch as the 
copies of such records are maintained in finance, all such material 
should be withdrawn from the .files. If work sheets, routing end 
records sheets, information copies of old cables, dispatches, etc., 
were withdrawn at the same time the eleven file cabin *ts of files, 
mi nets the l| cabinet#, to be transferred to Personnel -Office, Dv/A 
could be reduced to possibly tbre*? cabinet# containing fiJ/P Data, 
f beets (Forms 59-fafa), selected cables end dispatch ©a of s current 
value and similar documents pertaining to personnel matters only. 
Establishment of orderly recoids retention schedules for all rach 
document* would keep the contents at a mi Hi warn, On the other hand, 
it is suggest®! by the Chief of Personnel, EE that the entire file 
could hm dispensed with and the day-to-day reference requirements 
of the BF. Division could, possibly be met with the “coition Inventory 
Record (OF Fora fab) snd e Personnel Data Sheet (Fora 59-fafa), (once 
the OF Form fab is completely posted and flagged) providing ready 
availability of the official personnel file folders maintained by 
Personnel Office, D 73/ A was assured, 

£, While firm mcommendati on# on division personnel, file requirement# 
should perhaps be deferred until the survey of all area division# 
is completed, this should not prevent the screen! n; of the files of 


* 2 • 
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financial documents and other worthless or little used material* 

After all area divisions have teen surveyed. It a»y be possible to 
prescribe the individual file folder, including: a detend nation ns 
to its content}? and use* 

h. The Eb Division has questioned for some time, toe justification of 

a military personnel officer in its fersoraiel 'ection. It is indi- 
cated that in actuality the function is mainly acting, as a cut out 
between F PD and the field. While, admittedly s <me files must be 
kept in the division on military personnel, EE staff papers on the 
subject indicate that the clerical routine of suspense, files, etc. 
could to handled by civilian personnel if the military Personnel 
Division, DD/A were given ection responsibility on such cables and 
dispatches • " ~ ' “* " 

i. Adequate control ever Division policy and internal interests of the 
division could possibly be protected by retaining the releasing; 
authority within the division, and by maintaining working; files sod 
suspense records of information conies of incoming cables and 
dispatches. 

j. As the work load figures in perr graph 3 stove indicates, 2ii*5^ of 

all FI personnel correspondence perlsins to Fdlitsiy Personnel matters 
Since the function at present consists in the main of obtaining 
official information from tf PD and relay! ng it to the field, the pre- 
paration of aetlon papers in final form by PPD, and release through 
the division would ell mi ns to the need for £ Military Personnel Off- 
icer. The clerical support now rendered to this function could be 
diverted to perfection of the OF For® lib, Position Inventory Kecord 
end to screening of the Individual personnel file folders. 

. ffxrufF: hHB. 

a. The functions and activities of the EF. Personnel have resulted from 
nn accumulation of duties rather than from formally prescribed mis- 
sions* Workloads and requirements are imposed by two major groups - 
the Career ferries Boards end the Personnel Office, DD/A. Func- 
tions of Area divisors "ersonnel Sections should be developed and 
prescribed by the collaborative efforts of 3 :)/? Admin and the-DO/A, 
properly defining the relationships of career service program and 
personnel management* At the completion of this survey it me;y be 
possible to propose standard’ sea functions in this regard. 

In the absence of clear cut delegations of authority and formally 
prescribed functions of decentralised personnel offices in the 0!)/P 
eras divisions, the following activities appear to be properly 
placed organisationally. ?, or» firm conclusions as to the appropriate 
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placement of these functions can t>© reached only after toe comple- 
tion of the &)/? Surrey* 

(l) Coordination and review of the Personnel Evaluation Reports 

{2) Maintenance of current information end stains of f/o’s and 
Position Inventory Records (Fores CF lit) 

(3) Servicing and support of Career Service Board Activities by* 

(a) Providing advance information on returning personnel 

(b) Tovldlng summary information on 'numbers, grades, dates 
©f grades, location, etc* of personnel by career category* 

( e) Maintaining control and follow-up on the application of 
training prescribed by Career Service Board actions* 

(d) Preparation and processing of SF-5? and pact other support- 
ing papers e.s may be required to accomplish personnel 
actions and maintain current information on status of such 
act*- ons • 

(L) briefing of employees nr! or to overseas movement* 

(S’) Corresponding with elements of SI: Division, Headquarters and 

field, on cotters of inquiry, policy interpretation rnd proced- 
ural i nstrur V on. 

(6) Maintaining locator file of all HE Contract Agents* 

(?) Providing personnel advice and assistance to RE Personnel* 

While the above basic functions may ire proper for the offices which 
now perform them, the records and procedural processes and routines 
required for implesentafci on could, no doubt, be improved upon and 
to a certain extent standardised, -ora comprehensive recommendations 
in this regard would, be premature at this stage of the survey* 

b. Fhe various types of personnel records maintained and the effort 
involved in their maintenance esn be reduced by perfection of the 
•IF Form Lb and by screening or total elimination of the individual 
personnel records* 

o. the assignment to Military Personnel Division w/k of action respon- 
sibility on cables and dispatches pertaining to military personnel* 
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